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ORGANI7ATICN AND FUNCTIONS OF THE OFFICE OF PERSOLNFL
OPM No, 1-1L0-6, Attachment 2, 11 June 1959

Uirector cf Personrel

The Director of Personnel is respcnsible for the
development and administration ~f zr Agency-wide personnel
nrogram, including formulating and recommending nolicies,
regulationsy and standards which shall govern the
administraticn of personneltaroughout the Agency; advising
and assisting administrative and overating officials on
all matters of personnel administration; inspecting,
reviewing and evaluating all phases of nersonnel manage-
ment activity wherever perfor:ied in the Agency for
compliance with policies, regulations and standards for
adequacy of nerscnnel niregrams at all levels of the
Agency; representing the Agency on civilian and military
perscnnel matters with other Gevernment organizations; and
conducting research in the field of personnel management
as required in support of omerational rrograms,

Coecial Assistant to the Director of Personnel

Responsible for representing the Yirector of Personnel
in employee discinlinary and suitability cases, including
all cases which may involve actions having an adverse
effect or an employee' status or pay, such as separations,
reductions in grade and suspensions. The Special Assistant
orovides staff supvort to the Jirector of Personnel in the
developnent and administration of policies relating to
such cases. He conducts liaison with other Agency
officials on these matters and apmroves on hehalf of the
Director of Perscnnel actions taken in connection with
such cases, He also represents the Virector of Personnel
on the Medical-Security-personnel Heview Panel and the
Overseas Evaluation Panel and provides staff support to
such panels and serves as Executive Secretary to the
Agzency Bisposition Board.
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Plans Staff

" Responsible for vroviding staff support to the Director
of Personnel in the develooment of wersonnel nolicies and
programs. Lhe Staff coordinates and varticipates in the
development of recgulatory and »rocedural materials and
conducts statistical studiece and surveys. The Staff also
nrovides staff support to the CIA Career Council and honor
Avards Board.

Contract Pefsonnel livision

Respensible for recommending policy standards governing
Agency contracts for personal services and certain other
special contrazts required in sumnort of covert operations
and for snccial allowances. This includes the nreparation
and execution of contracts and the review of field
contracts subtmitted to Headguari~rs; the development of
policies relating to Stafl Agent versonnel and the comnlete
personnel nrocessing of such personnel, including
preparation of Letters of Annointment; the nreparation of
Letters of Authorization for military details; the .

and the grant

and review of all soecial allowances,

Personnel Operations Divisicn

Responsible for the conduct of an overt ard covelrt
personnel procurement nrogram to meet Agency-wide
personnel needs and the administration of a comprehensive
program for the assignment and development of Agency
personnel, including initial selection and in-service
assigmments. The Division supports and assists the
Agercy's career service elements in the selection,
assignment, rotation, develooment and utilization of
versonnel and provides centralized service in the analysis
and codification of qualifications data for applicants
and employees, Tne Tivision also nrovidss an out-olacement
service for selected employees, conducts professional
training courses in the field of personnel policies and
procedures, and nrovides staff supvort to the CIA
Selection Board.
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Benefits and Services Jivision

Kesoonsible for processing claims under the Federal
Employees Compcnssztion Act or the Central Intelligence
Act, resulting from illness, injury or death of Agency
personnel; for providing a nersonnel counseling service
and a program of employese services; Jor operating a
comprehensive insurance program including life, health
and zccident, hospitalization and air travel pclicles;
providing assistance in retirement matters; and for
coordinating and monitoring required fLgency actions in
cases of personal amergencies or casec under the Missing
Persons Act,.

Records and Services Division

Responsible for processing official personnel actions
and maintaining official records cf Agency versonnelj
preparing apnronriate corrmsspondence with apolicants and
candidates in process; maintaining statistical records
and preparing necessary statistical reports; operating a
central processing service for nersonnel verforming
official *ravel, and monitorinz the records management
forms control activities for the Office of Personnel,

Salary and Wage Division

Hesponsible for providing an Agency-wide nrogram of
position classification and wage administration, This
includes participating in the develcpment ol over-all
nerscnnel nolicies, nrocedures, standerds,and regulations,
allocating of Agency and NSC positions, developing class-
ification standards and qualification requirements, and
conducting wage admini~tration activities governing all
departmental and £ield positions.
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Mobilization and Military Perscnnel Jivision : MMPD: Insofar as the Agency is concerned, the
Resnonsible for the procurement, assigrment, administra- general functions and responsibilitiec of

tion, and disposition of military nersonnel detailed to the MMPD are outlined in Of Memorandum

Agency from the Devartment of Defense and for the develcop- 1-140~f dated 11 June 1959,

ment of nlans and recommendations for “he mobilization of
manoower in the event of a national emergency, including
the develooment of a civilian specialist reserve, This
includes conducting necessary liaison with aporonriate
components of the Department of iefense and preparing

and maintaining necessary records pertaining to military
personrel,
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